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FROCEDUR: FOR FROVIDING SUPPLAMEKTAL DISTHIBUTION OF SO DISSEMINATIONS

When the multilith mat is originally run by KC, 5 extra coples of
the 80 are made for the KC extra-copy file to Fill prouptly requests
from the 8¢ Divisions; and 5 extra coples are made for an extra~copy
file in Archives. The mats end sufficient’ copies for distribution,
including the § extra Archives copies, sre sent to (CD. OCD forwards
the mats and extra coples to Archives, where they are filed separately.

, Requests for additional coples, except requests within USG, are
received and procsssed by (CU Lisison, the latter celling upon Archives
to provide them with sdditional copies to sstisfy approved requests,
Such additional coples are provided by Archives from the § extra coples
until these have sll been used. In case ell extra coples have been
distributed, the mat will be pulled, end sent to Reproduction in
Alexandrie with a reproduction requisition for the copies needed (not
for additlonal copies to replenish originul stook). It is at this
polnt that the procedure is most open te chitioism.

The muliilith process ie not well adepted to re~punning of mats.
1f rete are to be later re-run, they should be clesned and treated with
preservative when originally run, but G doss not have the time to do
this. Consequently, bofore Heproduction can re-run the mat, they nust
first spend considersble time in cleaning 4%, asnd even then cories
obtained are not tue good. LEven tho dittso masters s formerly used for
50 disseminations, give poor coples when re-yum.

‘ Statistics showing spproximate volume of requests serviced by
Reproduction duping the lsst three wonths ere ss followss
' R

Hareh  Bitte Ho. E{;ﬁuasts e Lopies :

Hultilith 859 158!
April  Ditto 267 315

Hultilith 772 1663
May Ditte 105 109

Multilith 939 26k1

Since the m‘xiﬁt{ilit.h process has only recently been edopted for 40
disgeminations, it can Ve assumed that most of the multilith reguents

shove would be for 00 disserminations, and the ditto for =0.

An snalysis of the figures shown indicates that requests for re-pung
from ditto magters over the three-month period nave been for an averege
of 1.2 copies per request; for re-runs from suldilith nets en everage of
2.2 caplesy for an over-sll average of only & coples per request:, This
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is scarcely an cconomicel operation, especially in the case of multilith
vhere 10 to 15 sheets rust upually bde run for cach met before & 1€gible
copy can be obtained on & re-run.

Archives doeg not call BC, befere scnding a master to Heprocuection,
to see whether any copies are available in the RO extra~copy file.

The following is suggested as a more satisfectory procedure:

FC prints 10 extra copies for Archives, instead of 5, when
the muitilith mat 18 originally run. These are sent te Archives
through OCD. As at present, at lesst 5 extra goples wili slso be
printed for the kG extra~-copy file,

The mltilith mat is destroyed by KC.

Arshives fills requests for acditionsl coples from the stoek
of 10 extre copies.

If these 1C copies have been used in any case, needed copies
weuld then be reprosuced from the Archives record oLy on an
Autostat machine which would be procured at a cest of approximstely
$300 and installed in arciives.

The extra-copy file in Archives would be progressively purged
so that it would never geo back further then, say, one year,

Advantages of this method would be:
Zor BC:
Blirinste the handling of mats after the SU has been run,
grouping of the mats intp sets of 10 to correspond to similer
upings of reproduced $0's te be sent to OCD for distridvution
groupe of S0's and mats are sent toc OCD under separate cover
because of the larger sise of the mats » which camnot be folded};
snvelaping or wrapping the groups of mats (average of 300 sets of
10 each per menth), end donsequeant addressing; typing receipts for

sach of these groups, listing individual mats by 50 number; checik-
ing returned receipts frem OCD against retained copies,

Per 0CBs

Eliminate handling, receipting for and forwarding mats to
Archives.

Yor émura&in 5miggs:

Bliminate filing of mats, which are filed separately fro-
extra toples, and preparation of reproduction requisitions.

Lighten messenger burden.

Remove considersble work of processing, record-kesping ‘%d i
printing in Heproductien. il DET .
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